
Prevention of Sexual Harassment Committee 

 
Sl. 
No. Name of the members Status 

1 Dr. Veni Nair Professor & Director - Administration 

2 Dr. Sarit Prava Das Dean (Academics) 

3 Dr. Lakshmi Mohan Asst Director 

4 Prof. Sharad Jha Asst Director 

5 Dr. Sankalp Srivastava Associate Professor 

6 Mr. Nilesh Rai AGM (Administration) 

7 Prof Vandana Tripathi Associate Professor 

8 Mrs Genevieve Tondon GM (Academic Administration) 
                       Table 18: List of Sexual Harassment Committee (ref.2.1.3.1) 

  

1. INTRODUCTION 

Every employee / student of ITM has the right to be treated with dignity and respect, free from abuse                   

or harassment. It is our desire to promote a healthy and congenial working environment              

irrespective of gender, case, creed or social class of the employee / students. Therefore, we have                

zero-tolerance for sexual harassment and any violations will attract serious disciplinary action.            

This policy is meant to educate the employee / students about what conduct constitutes sexual               

harassment the ways and means, which we are adopting to prevent occurrence of any such event,                

and in the unlikely chance of such an occurrence, to enable a fair mechanism for dealing with                 

such conduct. 

This policy is made in accordance with Supreme Court Guidelines on Sexual Harassment at              

Workplace, declared in Vishaka and Others vs State of Rajasthan & Others (AIR 1997 SC 3011)                

and The sexual harassment of women at Workplace (Prevention, Prohibition and Redressal) Act,             

2013. 

 

2. COVERAGE: 

This policy extends to all categories of employee / students of the Company This policy is deemed to                  

be incorporated in the service conditions of all employee / students and comes into effect               

immediately.  

The coverage is as under: 

1.1. Every employee / student across the Company – permanent, temporary, on training and on               

contract; 



1.2. An alleged act of Sexual harassment, whether the incident has occurred during or beyond               

office hours; 

1.3. An alleged act of sexual harassment by clients or by suppliers or any other business                

associates. 

1.4. An alleged act of sexual harassment, whether sexual harassment has occurred at its              

workplace or at clients sites. Workplace includes: 

1.4.1.All offices or other premises where the Company’s business is conducted 

1.4.2. All company-related activities performed at any other site away from the Company’s             

premises. 

1.4.3. Any social, business or other functions where the conduct or comments may have an               

adverse impact on the workplace or workplace relations. 

Any act of sexual behavior is included if such an act is perceived to be detrimental to a healthy and                    

congenial work environment. This policy is only applicable when both or either the alleged              

harasser and the victim are employee / students/agents of the company. It is not applicable when                

both the alleged harasser and the victim are third parties. 

 

3. DEFINITION OF SEXUAL HARASSMENT: 

“Sexual Harassment” would mean and include any of the following: 

1.5. Any unwelcome sexually determined behavior, such as physical contact and advances; a             

demand or request for sexual favors; whether verbal, textual, graphic, electronic or by any              

other action, sexually colored remarks, showing pornography; and any other unwelcome           

physical, verbal or non-verbal conduct of sexual nature. 

1.6. This includes verbal, non-verbal or physical conducts such as obnoxious comments or             

utterances, remarks or jokes, letters, phone calls, SMS or emails, gestures, showing            

pornography, stalking, sounds or display of a nature with sexual overtures. 

1.7. It also includes a demand or request for sexual favors in return for with a promise of work                   

related favors such as performance appraisals, promotions, transfers, salary increases;          

examination or evaluation of a person towards any company activity and employment or any              

other form of reward or recognition. 

1.8. Acts of sexual behavior which may arise out of coercion ranging from pressure for personal                

favors to sexual favors as a ‘quid-pro-quo’, intrusion into the private lives, etc, or that which                

may lead to hostile working condition may also be considered as a form of sexual               

harassment. 

1.9. Eve teasing, innuendos and taunts, physical confinement against one’s will and likely to              

intrude upon one’s privacy; 



1.9.1. Act or conduct by a person in authority which creates the environment at workplace               

hostile or     intimidating to a person belonging to the other sex; 

1.9.2. Conduct of such an act at work place or outside in relation to an employee / student of                   

ITM or vice versa during the course of employment;  

1.9.3.  Any unwelcome gesture by an employee / student having sexual overtones. 

 

4. DEFINITIONS: 

In this Act, unless the context otherwise requires – 

1.10. “Aggrieved person or Victim” means in relation to a workplace, a man or woman, of any                

age whether employed or not who alleges to have been subjected to any act of sexual                

harassment by the respondent 

1.11. “ Chairperson” means the Chairperson of the Local Complaints Committee  

1.12. “Complainant” the person reporting an incident of Sexual Harassment 

1.13. “Alleged Harasser” means the person who is alleged/reported to have committed an act of              

Sexual harassment 

5. COMPLAINTS COMMITTEE 

In accordance with the Supreme Court Guidelines, the Company has formed a Core Complaints              

Committee and Internal complaints committee for respective Campus/ Business Entity. The list is             

as per the Annexure –A 

a.  Core Complaints Committee:  

i. It is responsible for Corporate Functions. It will also consolidate and            

review the complaints received at the Internal complaints committee.  

ii. Campus/ Business Entity related internal complaints committee will         

address the issues raised at the respective campuses/within the business          

entity 

iii. HR department will periodically update the names and contact details of            

the members on the committee members 

6. INTERNAL COMPLAINT COMMITTEE: The composition of the internal complaint         

committee would be as under:  

a.  The Complaints committee shall comprise of 7 members 

b. Presiding Officer who shall be a woman employed at a senior level at campus               

from amongst the employee / students. In case, a senior level woman employee /              

student is not available, the Presiding officer shall be nominated from other            

offices or campuses  



c. Not less than two members from amongst employee / students preferably            

committed to the cause of women or who have had experience in social work or               

have legal knowledge 

d. One member from amongst non-governmental organizations or associations         

committed to the cause of women or person familiar with the issues relating to              

sexual harassment 

e. It should be ensured that at least one half (50%) of the total members so                

nominated shall be women 

f. The Presiding Officer and every Member of the Internal Committee shall hold             

office for such period, not exceeding three years, from the date of their             

nomination. 

g. Changes in the constitution of the Complaints Committee, whenever necessary,           

shall be made as expeditiously as possible and in any case within 15 days of the                

date of vacancy of office by one of the members 

h. The member appointed from amongst the non-governmental organizations or         

associations shall be paid such fees or allowances for holding the proceedings of             

the Internal Committee. 

i.  If the Presiding officer or any Member of the Internal Committee:  

- contravene the provisions of the confidentiality of the assignment 

- has been convicted for an offence or an inquiry into an office under any law for the time                  

being in force is pending against him/her; or 

- he/she has been found guilty in any disciplinary proceedings or a disciplinary proceeding             

is pending against him; or 

- has so abused his/her position as to render his continuance in office prejudicial to the               

public or organization interest 

such Presiding officer or Member, as the case may be, shall be removed from the Committee and the                  

vacancy so created or any vacancy shall be filled by fresh nomination. The institute shall               

separately investigate the complaints against such member via a disciplinary committee and            

initiate suitable action. 

7. RAISING COMPLAINT 

a. Any aggrieved person may make, in writing, a complaint of sexual harassment at             

workplace to the Internal Committee, in case it is not existing to the Core              

Committee, within a period of fifteen days from the date of incident and in case               

of a series of incidents, within a period of three months from the date of last                

incident, in a sealed envelope. Alternately, the person can send complaint through            



an email. The person is required to disclose her name, department, division and             

location of work for the Chairperson or the committee to contact and take the              

matter forward 

b. If the person is not comfortable raising a complaint with the Internal Committee              

or Core committee, the person can raise the complaint to Director – HR or The               

CEO, while also stating the reason for not following the process or reason for not               

referring to the Committee. Director- HR or CEO, will then initiate suitable            

follow up action 

c. If the person cannot make such complaint in writing, the Presiding Officer or any              

member of the Internal Committee as the case may be, shall render all reasonable              

assistance to the person for making the complaint in writing 

d. The committee can, for reasons to be recorded in writing, extend the time limit              

not exceeding three months, if it is satisfied that the circumstances were such             

which prevented the victim from filing a complaint within the said period 

e. If the aggrieved person is unable to make a complaint on account of his/her               

physical or mental incapacity or death or otherwise, his/her legal heir or such             

other person who is a blood relative may make a complaint to the core committee 

f. The aggrieved person may also contact his or her Team Manager/HR Manager or              

any other employee / student to complaint or seek assistance in registering a             

complaint 

g. Upon receiving the complaint, the Team Manager or HR Manager or any other              

employee / student shall send an email communication to the Complaints           

Committee for the respective Campus, providing all the necessary details of the            

Complaint. The Victim must be copied on such emails. 

h. The complaint should include the contact details of the complainant/victim such            

as name, address, contact number, department etc. 

i. In both the cases above, the written complaint/email must provide the details of              

the incident together with the name/s of, the alleged harasser/s and the victim/s,             

as available. 

8. PROCESS OF ENQUIRY 

a. Depending upon the nature of the complaint, the Internal Complaints Committee            

or the Core Complaints Committee only if required, may direct that an            

Investigating Committee conduct an enquiry. The complaints committee may not          

order an enquiry if examination of witnesses/documents is not necessary to arrive            

at a conclusion. In either case, the Complaints Committee shall provide an            



opportunity, wherever possible, to the victim as well as the alleged harasser to             

represent their position. 

b. The victim and the alleged harasser need to go through the Guidelines for the               

Complaints/Investigation Committee to better understand their rights and the         

procedure to be adopted by the Complaints/ Investigation Committee. 

c. In the event an enquiry is found necessary, the Committee shall adopt the              

following procedure: 

i. An enquiry is initiated through the members of the investigating committee 

ii. Discussions are conducted with the complainant victim and alleged harasser as           

required 

iii. Written record of all discussions are to be maintained by the committee 

iv. Inquiry findings are to be submitted to the Internal Complaints Committee 

v. Internal Complaints Committee will study findings and present the decision and the            

recommended action to Director HR, within 10 days of completing the enquiry 

vi. The Internal committee may, before initiating an inquiry and at the request of the              

aggrieved person take steps to settle the matter between the victim and respondent             

through conciliation 

d. The internal committee may grant leave to the aggrieved person up to a period of               

three months or grant such other relief to the aggrieved woman as may be suitable               

to enable the aggrieved person to get back to normal life. The leave granted to the                

aggrieved person under this section shall be in addition to the leave entitlement as              

per the Leave Policy. 

e. If the Internal committee arrives at a conclusion that the allegation against the respondent               

has not been proved, it shall recommend to the Director HR that no action is required to be                  

taken in the matter.  

f. In case, the Internal Committee, arrives at the conclusion that the allegation against the               

respondent is malicious or the aggrieved person making the complaint has made the             

complaint knowing it to be false or has produced any forged or false or misleading               

documents or evidence then the committee can recommend action against the aggrieved            

person as per the terms of employment in the Employee / student Policy Handbook or               

appointment letter.  

g. The committee may also recommend action against the witness if it discovers during the               

enquiry that the witness has provided false or forged or misleading documents or statements              

which later are proved malicious or intended to fix the respondent 



h. If the Internal committee arrives at the conclusion that the allegation against the              

respondent are proved, it shall recommend to Director HR: 

To take action for sexual harassment as misconduct in accordance with the provisions of the service                

rules applicable or as per the terms of employment mentioned in the Employee / student               

Policy Handbook and / or appointment letter. Some of the possible recommendations can be              

as under: 

i.   Solicit a formal apology 

ii.   Provide counseling 

iii. To issue a letter of warning that will be placed in the personal file of the                 

harasser 

iv.   Immediate transfer or suspension without pay or both 

v. Fine equivalent to 2-4 months salary that can be created to a fund              

created to be utilized for the  

welfare of the employee / students 

vi.   Stoppage of increment with or without cumulative effect 

vii.   Reduction in grade/ designation or role 

viii.   Termination or dismissal from the services of the Company 

ix. To deduct, notwithstanding anything in the service rules applicable to           

the respondent, from the salary of the respondent such sum as it may             

consider appropriate to be paid to the aggrieved person or to his/her legal             

heirs, as it may determine, in accordance to the following terms 

1. The mental trauma, pain, suffering and emotional distress caused         

to the aggrieved  

woman 

2. The loss in the career opportunity due to the incident of sexual            

harassment 

3. Medical expenses incurred by the victim for physical or         

psychiatric treatment 

4. The income and financial status of the respondent 

5. Feasibility of such payment in lump-sum or in installments 

a. Also consider the situations where ITM may not be able          

to make such deductions  

from the salary of the respondents due to his/her being absent from duty or cessation of employment.                 

In such cases, it may find ways and instruct the respondent to make payments              

directly to the aggrieved person 



b. In case the respondent fails to make payment then the          

Internal Committee can advice the victim to take legal         

recourse and provide guidance and support  

 

i. Director HR may seek clarification with the complaints committee on the           

recommendation and will implement the same after seeking approval from Executive           

Vice President and/ or  Chairman. 

 

i. The final decision shall be communicated to the victim and the           

alleged harasser in the both instances above. Format of the report is            

provided (Annexure B) 

j. The entire process of receiving, identifying investigation committee, investigations and          

reporting should be completed within 50 days. 

k. Director HR will ensure that the action is taken based on the recommendation of the Internal                

Complaints Committee within 60 days of receipt of the report. 

l. The committee needs to take care that mere inability to substantiate a complaint or provide               

adequate proof need not attract action against the complainant. 

9. NOTES: 

a. ITM will provide counselor services to the victim/harassed on request, at no             

additional cost to the  victim / harassed 

b. The intent of the policy is to create a harmonious & safe working environment.               

To ensure that this is upheld in both letter and spirit, we urge employee / students                

to desist from lodging wrongful allegations 

c. ITM management gives commitment to provide necessary facilities and support          

to the Internal Complaints committee for dealing with the complaint and           

conducting an inquiry 

10. APPEAL 

If either party desires to appeal the decision he /she may appeal in writing to the Executive Vice                  

President, who shall decide the appeal within one month 

 

11. THIRD PARTY HARASSMENT 

Any harassment brought to the notice arising out of an act or omission by any third part or an outsider,                    

ITM will take necessary and reasonable steps in assisting the affected person in terms of               

support and preventive action 

12. VICTIMIZATION/RETALIATORY ACTION 



Every manager or supervisor must contact the complaints committee members immediately upon            

receiving a complaint and must be alert to any possible retaliatory actions. The victim may               

directly communicate with the members of the Complaints Committee or any other senior             

management team, in case of any suspected retaliatory action, the complaints committee must             

preferably transfer the alleged harasser or the victim to avoid victimization. The complaints             

committee should make best efforts to protect the interests of the victim from victimization. 

 

 

13. GUIDELINES FOR THE COMPLAINTS/INVESTIGATION COMMITTEE 

a. To notify in writing the time and dates of the meetings to be held, to the complainant,                 

victim and the alleged harasser 

b. A copy of the statement of complaint may be given to the alleged harasser with               

reasonable time to study the same prior to appearing before the committee appointed for              

this purpose or the content of the complaint can be explained verbally to the alleged               

harasser at the beginning of the proceedings.  

c. The Committee will hold a meeting with Complainant within five days of the receipt of               

the complaint, but no later than a week in any case. 

d. At the first meeting, the committee members shall hear the Complainant and record             

her/his allegations. The Complainant can also submit any corroborative material with a            

documentary proof, oral or written material, etc., to substantiate his/her complaint. If the             

complainant does not wish to depose personally due to embarrassment of narration of             

event, a lady officer for lady employee / students involved and a male officer for male                

employee / students, involved shall meet and record the statement. 

e. Thereafter, the person against whom complaint is made may be called for a deposition              

before the Committee and an opportunity will be given to him or her to give an                

explanation, where after, an “Enquiry” shall be conducted and concluded. 

f. Enquiry to be conducted in a neutral location which provides an environment conducive             

for both the victim and alleged harasser. 

g. Both the parties may be allowed to bring in a colleague for specific advice and support.                

However, the same shall not be allowed if it causes undue delay or disrupts the               

committee proceedings. If the complainant or the person against whom complaint is            

made desires any witness/es to be called, they shall communicate in writing to the              

committee the names of witness/es whom they propose to call. If it is not relevant to the                 

incident or complaint both the parties will be advised not to involve third parties who are                

not part of the ITM. Such involvement if required will be permitted by the President of                



the committee after considering due merit of the involvement. Such outsider if permitted             

to attend the proceedings, will not be allowed to influence the proceedings nor unduly              

pressurize alleged harasser or committee members. 

h. If the complainant desires to tender any documents by way of evidence before the              

committee, she/he shall supply original copies of such documents. Similarly, if the            

person against whom complaint is made desires to tender any documents in evidence             

before the Committee he/she shall supply original copies of such documents. Both shall             

affix his/her signature on the respective documents to certify these to be original copies. 

i. The committee shall call upon all witnesses mentioned by both the parties 

j. The committee shall provide every reasonable opportunity to the complainant and to the             

person against whom complaint is made, for putting forward and defending their            

respective case  

k. Appropriate recordings of each enquiry sitting and observations shall be made by the             

committee members 

l. During the process of investigation, the management will make all attempts to ensure no              

further harassment or victimization happens to either victim or alleged harasser and            

duties are carried out as normal. The Company will also make an attempt to ensure that                

there is no proximity at workplace between the victim and the alleged harasser, during              

the pendency of the Complaint. Necessary work arrangements, including transfer, if           

necessary will be made. 

m. The committee shall prepare and handover the statement of allegation to the person             

against whom complaint is made and give him/her an opportunity to submit a written              

explanation if he/she so desires within 7 days of receipt of the same 

n. The conclusions of the findings and report to be handed over to the chairperson of               

complaints committee, who will study and communicate the recommendations to          

Director HR 

14. FUNCTIONS AND POWERS OF THE COMPLAINTS COMMITTEE 

a. ITM management believes that awareness and reinforcement of policy will enable the            

organization any untoward incident. The Complaints committee will from time to time            

organize progammes for the gender sensitization of executives and employee / students            

through workshops, seminars, etc. It may take the assistance of specialized NGO if             

necessary for this purpose 

b. Provide assistance to the complainant if the person chooses to file a complaint in relation               

to the offence under the Indian Penal Code or any other law for the time being in force 



c. Share information about this policy in conspicuous place in the office, the penal             

consequences of sexual harassment 

d. The committee will maintain a register to endorse the complaint received by it and keep               

the contents confidential, if it is so desired, except to use the same for discreet               

investigation 

e. The committee shall meet once a quarter, even if there is no live case, and review                

preparedness to fulfill all requirements of the Vishaka judgment in the company 

f. The quorum for the purpose of meeting/ hearing shall be 2/3rd of the members of               

Complaints Committee. However, this shall not be pre-requisite for the quorum of an             

adjourned meeting. 

g. The chairperson of the complaints committee shall have veto power 

h. The minutes of every meeting shall be recorded in the Minutes format maintained for the               

purpose and data should be available for any reference at any point in time. 

i. The complaints committee shall have power and jurisdiction for conducting an inquiry            

and also have powers to summon witnesses and documents; to recommend transfer            

and/or suspension; to recommend penalties as per the terms of employment 

j. The complaints committee shall submit its report to Director HR for further necessary             

action. 

 

 

15. CONFIDENTIALITY 

a. ITM understands that it is difficult for the victim to come forward with a complaint of                

sexual harassment and recognizes the victim’s interest in keeping the matter confidential 

b. To protect the interests of the victim, the accused person and others who may report               

incident of sexual harassment, confidentiality will be maintained throughout any          

investigatory process to the extent practicable and appropriate under the circumstances. 

c. ITM is committed to ensuring that no employee / student who brings forward a              

harassment concern is subject to any form of reprisal. Any reprisal will be subject to               

disciplinary action. 

d. We will ensure that victim or witnesses are not victimized or discriminated against while              

dealing with complaints of sexual harassment. However, anyone who abuses the           

procedure will be subject to disciplinary action. 

e. The committee at all time shall ensure confidentiality of the proceedings and not share              

the information with anyone, inside or outside the organization. The committee shall            



ensure that the alleged harasser is treated with dignity and respect through the             

proceedings irrespective of the outcome of the enquiry process 

 
 

Annexure A 
Check List / Format for Reporting Finding: 
S No  Item  
1 Date of receipt of complaint  
2 Name/ Contact Details of Complainant/Victim(s)  
3 Date/ Location of Incident  
4 Brief description of complaint (can enclose the       

complaint document) 
 

5 Name / Contact Details of alleged harasser (s)  
6 Investigation committee members (s)  
7 Date(s) of investigation – enter beginning and close        

dates 
 

8 Documents referred/verified/collected/Enclosed 1. Statement from Victim 

2. Statement from witnesses   
if any 

3. Statement from harasser   
(s) 

4. Any other circumstantial   
evidence 

9 Analysis / Observations of committee  
10 Conclusion  
11 Recommendation of committee  
                         Table 19: Sample Format of Complaint Filing – Annexure A (ref.2.1.3.1) 
 
Place and Date : 
 
Name/ Designation and Signature of Committee Members 
 
Complaints Committee – Contact Details ( To be maintained by the Campus) 
S 
No 

Name Designation Location Contact Details 
( email/mobile no) 

Core Complaints Committee at the group level can        
reached on the email mentioned for any escalation        
of the issues. (Any of the 5 members to be present           
during the enquiry if the case is at Corporate level).          
This list will be available only to the SBU heads          
and management team.  

 

corecash@itm.edu 

1     
2     
3     
4     



6     
7     
8     
     
Local Committee (for respective location/campus)   
     
     
     
     

 

 


